Curriculum Vitae 


Address: D-12, moria khan goth, 
Y; opposite star gate, near Jinnah 
ASIR AHMED international airport, karachi. 


Cell: 0333-2751273 
E-Mail: yasirabrejo@yahoo.com 


PERSONAL 


> Father’s Name : Muhammad Rafique 
INEOBMATION > Date of Birth : 21-02-1985 

> C.N.I.C # : 41802-0579762-1 

> Marital Status : Single 

> Religion : Islam 

> Nationality : Pakistani 


EDUCATION 


Certificate/ Degree Board/ Institute 
Divis. 
B.Com (Hons) 2010 University of Sindh, J amshoro. 


COMPUTER SKILLS 


> Diploma in Computer & Business Management (12 Months) From Faith College, 
Hyderabad (MS Word, MS Excel, Ms Power point, Internet) 


LANGUAGES 
> English Read/Write/Speak 
> Urdu Read/Write/Speak 
> Sindhi Read/Write/Speak 
EXPERIENCE 
> Work as Executive (Administration) in Al Rahim Textile Industry, Karachi, 
February 2022 to Continue 
> Worked as Receptionist (HRD & Administration) in Omar jibran Engineering 
Industry, Karachi, April 2021 to February 2022 
> Worked as Unit Receptionist in Aga Khan Hospital for Women, 
Karachi (Karimabad), January 2020 to April 2021 
> Worked as Unit Receptionist in Aga Khan Hospital and medical 
College Foundation, Karachi, October 2017 to September 2018 
> Worked as HR/ ERP Assistant in Askari Security (Pvt) limited, 
Hyderabad, August 2015 to August 2016. 
JOB 


RESPONSIBILITIES 


Keep Record of All Inventory 
CCTV Monitoring 
Monitor All Cleaning Staff 
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Maintain attendance record Hard/Soft of Senior Managers 

Coordinate with HR Team 

Ensure the issuance of gate passes for the inflow and outflow of 
assets/supplies/parcels etc. 

Provide support to the management for admin related issues on Site and office 
includes. 

Procurement of all the office supplies, equipment and other related item required as 
per the requirement. 

Assist in Recruitment process 

Manage the recruitment and selection process 

Manage PABX System for all incoming and outgoing calls 

Receive job candidates and coordinate with HR for job interviews 

To ensure cleanliness of reception area 

Maintain inpatient record/ files 

Prepare daily turnover, discharge record 

Provide information about inpatient/ discharge 

Book appointment over phone 

Assist customer's telephonic as well as walk in inquiries 

Receive/ answering phone calls 

Maintain employee's files and their data base on ERP system 

Generate payroll on Guards Management System (Company Software) 
Prepare monthly Employees turnover report 

Resolve staff issues regarding cash/salary/over time 

Maintain recovery hard and soft 


Will Be Given On Demand 


